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2. To “execute” surreut year budget ineluding requast for allotmsnt
froz Budget Division, subsllotment to field, analysis of status of pilote
sents periodically, request allotment ad)ustaents, report pericdically om
status of allotments.

3. To maintain ifatson with Budget Diviston, Finance Division end
budget offices of other divisions on budgstary oatters.

b. To spprove end audit for propriety of charge and eomplisnce with
Tinsncisl megulations all documents constituting en obligation against
besdgquarters funds,

Yisesl

1. To estblish wnd maintain a detalled cbligation record for head«
quArters sccounts amd swasary record of field obligations based on field
finance reports.

2, To repart aonthly on obligmtioss, expesditures and unliquideted

3. To assist Finance Divieion inp ideatification of aceount charges.,

Irevel

l. To prepere ali divisics trevel orders (exeapt inter-arca field
travel) and requests for travel ndvance and to ssaist in praparstion end
0 audit vouchers for travel, per dfem, separstion alilowerces and other
incldental expenses,

2. Yo publish pericdically ¢ "Travel wog” contalning inforsation on
neze of traveller, destination and dntes of trevel performzed by or for the
Zivision,

3. To interview all arrdving and departing trevellere with vaapect
ta travel orders, vouchors, CF3 procedurss s eto.

k. To edvise division on sil travel probless,
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Clatop

1. To process all clalss of KX Division regsrding claime azainst
the governuent or government sgainst the individuel eovering sueh
categories as household effects, travel, per diez, living sllowance,
overtime, auto maintensnce, loss of fupds, ete.

2. To lovestigate Justifieation and legality of claisw and 1o subait
claln to appropriate officinls.

fauroli

1. %o set as central Division point for dletribution ach later
subaission of all heedguarters tiss snd sitendance cards to FPinsnce (f'fiece
and to distribute sslary checks.

2. To davelop estimates asd prepare overtime reguests far subaission
to the Budget Pivision sod report monthly ou overtisme worked.

3. To hendle Division payroll probiems regsrding over or under pAyuent
of salary and allovavces, to advise oo saetters of salsry, retiresant, taxes,
insursnce, We2 forms, etc., with respect to igemcy, Clvil Hervice, Treasury
and GAU reguistions, and maintain lisiscs snd follow-up with Finsnce Idvi-
stos on such probliems, .

l. To saintain Division lcostor fiie oo all covert (exeept stacr)
euployess and to act as contect point with respect to sdministiative
problens vith respect to this category of personne).

2. To sssist opersting sections in obtaining contracts, renewels or
asendsenis on ¢overt personnel.

1+ To peviev and advise oo proposed regulsiicns vhesn requested and
to advise tho Tivisicn on interpretation of Agency fineneisl regulations.

&, To assist opera ssctions on various phases !’l-w 1 sjre~
wonts of Jeet approviisy ax project mem'mt M'erwm
ar projects, adninistrative plane for swbeidy ar proprietary pro-
Jects, and other special probleas.

3. To develop and implement budget and fiseai procedures for ibe
Division both departmestally and field.
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aecusity Information
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1. To hepdle special Credit Union astters relatlug 0 nrobless of field

e

esplayees.
a. To zsintein Division petiy cesh fund for taxl feres.

3. To coordinate and relesss Finance Meision dispaiches 10 LUw
¥ fleld siations and to coordinmte Finance Sivision cabies.

k. To reviev all imcoming correspondence from the Fleid with respect
to rinascisl metters and forverd to Fimance Livislon or other affices for

Y3 A1

5. Yo saintein & complete set of Agsucy and Klssioo regulationg, ins-
tructions, potices, handbooks, etc.

6. To perfors all functloms in support of 1i/Bud responsibilities

ocutlised sbove with respect to fiiing, typing, =all, and other types of
sdainistrative recuireaents.
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